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Symbols and Numerics sefting up, 151-153
steps, 151-152

Analysis ToolPak, 481, 482
Analysis ToolPak - VBA, 481
“and” criteria, 247-248, 249
arguments, 177-178

- (negative sign), 69

% (percent sign), 69

+ (plus sign), 69

3D formatting effects, 137-138

56-color palette. See also colors
color change, 147, 148
color duplication, 147
default, 148
defined, 147
exceptions to, 148-149
rows, 147

1904 date system, 206

array formulas. See also formulas
for coefficient matrix inverse, 502
defined, 217
entering, 235, 243, 251
ranking values with, 217
arrays
converting range references into, 305-306
lookups with, 263
A Attach Toolbars dialog box, 419
audience, assumptions, 1
AutoComplete, 77
AutoCorrect
dialog box, 89
settings, customizing, 95
shortcuts, 95-96
using, 95
Autofill feature
controlling, 83
with dates, 82
lists, 82
for series of dates, 229

absolute references. See also references
defined, 159
entering, 163
mixed cell references versus, 161
name definition with, 196
when to use, 159-160
actual values, 437
Add View dialog box, 403
add-ins
custom, creating, 446
Excel 2003, 481
files, opening, 482
finding, 482
installing, 481-482
storing custom functions in, 477
using, 481-482
Add-Ins dialog box, 477, 481
Advanced Appearance dialog box, 37, 38
Advanced File Search controls, 363-364
Advanced Filter feature, 323
age calculations, 215-216

shortcut menu, 83

using, 81
AutoFiltering, 321-322
AutoFormat dialog box, 133, 134
AutoFormats

accessing, 133

applying, 134

defined, 133

elements, 134

with PivotTables, 134

alignment
cell content, 49 tyl?es Olfé?i%
chart, 301-302 using, 133-

automatic hyperlinks. See also hyperlinks
controlling, 89-90
overriding, 89

alternate column shading, 152
alternate row shading

Conditional Formatting formula, 152 turning off. 89
inserting/deleting rows and, 152 urnu?g o
autosensing, 417
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Autoshapes
formatting, 297-298
in picture charts, 291, 292
Rectangle, 297
AutoSum, 165-166
AVERAGE function, 213, 509

B

background images, adding, 155
borders, 135
buttons. See also toolbars
adding, 411, 413-414
copying, 411
deleting, 411
repositioning, 411

C

calculations. See also formulas
age, 215-216
circle, area and perimeter, 497
conditional average, 509
cone, surface and volume, 499
cube, surface and volume, 498
cylinder, volume, 499
holiday, 209-211

multiple-criterion conditional sum, 255-256

pyramid, volume, 499

content, hiding, 43

counting, 247-249

counting characters in, 219
dependents, 439, 440441
drop-down lists in, 101-102
fill handle, 81

formatted, deleting, 29
formula, 97, 183

formula, determining, 467
formula, identifying, 427-428
input, 97-98

last nonblank, 243-244

line breaks, 139

lock status, changing, 43
lower-right, activating, 29
merging, 125

name table, 431

named, 191-192

naming, 163, 191

next, determination, 75
precedents, 439-440
relationships, tracing, 439-440
selecting, 13-15

text wrapping, 139
text/value display in, 123-124
underlining, 135-136
unlocked, 53

rectangle, area and perimeter, 497
remainders, 507
roots, 507

single-criterion conditional sum, 253-254

sphere, surface and volume, 498
square, area and perimeter, 497
trapezoid, area, 498

unmerging, 125
characters. See also text

counting, 219

font, viewing, 141-142

formatting, 127

formatting examples, 127

special, 143-144

triangle, area, 498 Chart Location dialog box, 303
weighted average, 213 Chart menu

calendars Chart Options command, 288
controls, linking to cells, 480 Chart Type command, 281
displaying in range, 235 Location command, 303
pop-up linked, displaying, 479-480 Source Data command, 278
within worksheets, 480 Chart Options dialog box, 288

Camera tool, 383-384 Chart sheets, 303-304

CEILING function, 237 Chart Type dialog box, 281, 475

CELLHASFORMULA function, 467 Chart Wizard

cells. See also ranges in combination chart creation, 281
borders, 135 in Gantt chart creation, 285-286
comments, 55, 309-310 illustrated, 281

content, aligning, 49 in thermometer-style chart creation, 287



charts
aligning, 301-302
annotating, 275
automatic-adjusting, 200
combination, 281-282
converting to pictures, 305
fill colors, 147
free-floating text, adding, 275
freezing, 305-306
Gantt, 285-286
line, 283-284
line colors, 147
multiple, displaying, 303
pasting, into graphics programs, 299
picture, 291-292
saving, as graphics files, 299-300
semi-transparent, 297-298
single-variable mathematical functions, 293-294
sizing, 301-302, 303
text, in range, 273-274
text box, 275
thermometer-style, 287-289
two-variable mathematical functions, 295-296
checkerboard shading, 152-153
Christmas Day calculations, 211
circle, area and perimeter calculation, 497
circular references, 503
Code window, 448
colors
changing, 148
chart fill, 147
chart line, 147
Excel and, 147-149
formatting, 107
palette exceptions, 148-149
sheet tab, 37
standard, 147
values, 121-122
Columbus Day calculations, 210-211
column headers
hiding, 40
numbers in, 65
columns. See also rows
adding, to designated lists, 316
alternate shading, 152
freezing, 79
hiding, 41
insertions, preventing, 339-340
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limitation, 49, 50

number, increasing, 49-50

repeating, on printout, 381

selecting, 14-15

widths, changing, 35
combination charts, 281-282
comments

adding, 179

alternative, 55

annotating formulas without, 179

annotating with, 179

graphics, inserting, 311

hiding, 40

shapes, changing, 309-310
concatenation, 123
conditional average, calculating, 509
conditional formatting

applying, 325, 326

for checkerboard shading, 152-153

defined, 121, 151

duplicates search with, 337-338

list comparisons with, 325-327

setting up, 151-152, 337
Conditional Formatting dialog box, 152, 325, 428
cone, surface and volume calculations, 499
constants

MsgBox, 458, 459

named, 193-194

values, changing, 194
Control Toolbox toolbar

Design Mode button, 479

Exit Design Mode button, 479, 480

More Controls button, 479

Properties button, 51, 59, 480
conventions, this book, 2—4
conversion

with CONVERT function, 485

without CONVERT function, 485-492

distance factors, 486

energy factors, 490

force factors, 489

liquid measurement factors, 487

mass factors, 491

between measurement systems, 485-492

surface measurement factors, 488

temperature, 493

time factors, 492

continued
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conversion continued
volume measurement factors, 489
weight factors, 486
CONVERT function, 485
Convert Text to Columns Wizard, 226
Copy Picture dialog box, 305
copying
buttons, 411
formulas, 268
formulas with relative references, 159
range of formulas, 181
COUNTA function, 243, 278
COUNTIF function, 245-246, 247, 248, 327
counting
cells (multiple criteria), 247-249
characters, 219
distinct entries in range, 251
substring occurrences, 219
Create List dialog box, 315
credit card numbers, entering, 91
criteria
“and,” 247-248, 255
“and”/“or,” 249, 256
counting cells, 247-249
“or,” 248-249, 256
Ctrl+End, 29
cube, surface and volume calculations, 498
CUBEROOT function, 507
currency
format shortcut, 105
symbol, 69
values, rounding, 238
cursor, restricting to input cells, 97-98
Custom Views dialog box, 403
Customization mode, 411, 412
Customize dialog box
Attach button, 419
Commands tab, 322, 343, 403
Options tab, 62
Toolbars tab, 62, 413
cylinder, volume calculations, 499

D

data
editing, 94
missing, line chart, 283-284
proofing, 87
transforming, with formulas, 173-174

transforming, without formulas, 171
types, 69-72
Web page, 355-357
data entry
automation, 77
credit card numbers, 91
dates, 69-71
formulas, 72
moving cell pointer after, 73
text, 72
times, 71
values, 69
Data Entry Form, 93-94
Data menu
Filter submenu, 323
Form command, 93
Import External Data submenu, 353, 356
List submenu, 277, 315
PivotChart Report command, 333, 341
PivotTable command, 333, 341
Text to Columns command, 226
Validation command, 55, 101
data series
automatic-adjusting, 200
converting to picture charts, 291
formatting, 281, 288
Data Validation dialog box, 55, 101-102
date determination
day of week, 231
day of year, 231
first day of week after date, 232
last day of month, 233
most recent Sunday, 232

nth occurrence of day of week in month, 232-233

quarter, 233
DATE function, 254
DATEDIF function, 215-216
dates
Autofill feature with, 82
custom formatting, 117
entering, 69-71
Excel recognition, 70
format shortcut, 105
grouping items by, 345-347
number format, 105, 112
pre-1900, 203-204
series, generating, 229-230
specific, determining, 231-233



default workbook, 35-36
Define Name dialog box
accessing, 175

Names in Workbook field, 191, 201, 278, 427

Refers To field, 194

working with, 191
dependents. See also cells

defined, 439

identifying, 440-441
designated lists. See also lists

creating, 315-316

defined, 315

normal lists versus, 315

rows/columns, adding, 316

summary formulas, adding, 316-317
Display Properties dialog box, 37
displayed values, 437
distance conversion factors, 486
DOLLARDE function, 237
DOLLARFR function, 237
Drawing toolbar, 107, 309
drop-down lists, 101-102
duplicates, finding, 337-338
dynamic named formulas

common uses, 200

creating, 199-200

defined, 199

in sales data representation, 199

using, 199-200

E

Easter calculations, 210
Edit menu
Clear submenu, 11
Copy command, 131, 169, 171, 173, 384
Cut command, 181
Delete command, 29
Fill submenu, 181, 331
Find command, 45
Go To command, 17, 385, 427, 439, 440
Links command, 435
Paste command, 292, 298, 305, 355
Paste Picture Link command, 384

Paste Special command, 11, 90, 131, 169, 171

Redo command, 21
Repeat command, 21
Replace command, 45
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Shift+click, 409
Undo command, 21
energy conversion factors, 490
Error Checking dialog box, 426
erTors
checking, 425-426
formula, avoiding, 187-188
values, hiding, 188
Euro Currency Tools, 481
EVEN function, 237
Excel
crash at start, 61
information sources, 511-520
newsgroups, 517-518
reinstalling, 65
versions, 9-10
Excel-related Web sites, 519-520
Allen Wyatt’s Excel tips, 519
daily dose of Excel, 519
David McRitchie’s Excel pages, 519
Jon Peltier’s Excel page, 519
Mr. Excel, 519
Pearson Software consulting, 520
spreadsheet page, 520
Stephen Bullen’s Excel page, 520
Exponential Number format, 105

External Data Range Properties dialog box, 353

EXTRACTELEMENT function, 468-469

F

feedback, this book, 6

file bloat, 375

File Import Wizard, 369

File menu
File Search command, 363
Open command, 357, 369, 375

Page Setup command, 35, 381, 387, 388, 397, 401

Print Area submenu, 379
Print command, 379
Properties command, 362, 363
Save As command, 10, 35, 299, 359, 371
Save as Web Page command, 375
Save Workspace command, 373
Shift+click, 409
View Code command, 52
File Properties dialog box, 362, 363



files
add-in, 482
closing, No to All button, 367
CSV, 353, 354
filenames list, getting, 369-370
importable list, generating, 369
last opened, 365-366
list of, 370
PDF, 393

text, importing into worksheet range, 353-354

username, 365

working with, 351-375

workspace, 373

.x1b, 421
Fill Effects dialog box, 311
Find and Replace dialog box

accessing, 45

Format button, 47

illustrated, 45

matching cell list, 48

options, 46

Replace All button, 47

Replace tab, 48

wildcard character support, 45-46
Find Format dialog box, 47
floating-point number problems, 429-430
FLOOR function, 237
fonts

Arial, 143

Bookshelf Symbol 7, 141

changing, 35

characters, viewing, 141-142

default, changing, 146

Unicode, 142

Wingdings, 274

workbook sharing and, 142
Footer dialog box, 387
force conversion factors, 489
Format AutoShape dialog box, 297-298
Format Axis dialog box, 286, 289
Format Cells dialog box, 22

Alignment tab, 139, 447, 448

Font tab, 127

Number tab, 43, 85, 91, 105, 109-110, 113

Protection tab, 43, 53, 97
Format Comment dialog box, 311
Format Data Series dialog box, 281, 288

Format menu

Cells command, 43, 53, 85, 97, 105, 109
Column submenu, 41

Conditional Formatting command, 151, 325, 428
Row submenu, 41

Sheet submenu, 59, 155, 307

Style command, 35, 146

Format Object dialog box, 301, 385
formatted cells. See also cells

currency, 105
deleting, 29

formatting

3D effects, 137-138
AutoShapes, 297-298
based on cell value, 121
characters, 127

color, 107

conditional, 121, 325
date, 47, 105, 117
number, 105
percentages, 119-120
replacing, 47-48
reports, 331

for suppressing entries, 122
time, 105

toolbar buttons, 107

Formatting toolbar

Borders button, 107

custom, 414-415

Fill Color button, 107, 427
Font Color button, 107

Font drop-down list, 141
Merge and Center button, 235
tools, 415

Underline button, 136

Formula Auditing toolbar, 439, 440
Formula Bar, 40
formula cells. See also cells

defined, 97
identifying, 427-428
monitoring, 183

formula view mode, 185, 399
formulas

annotating, no comments, 179
area calculations, 497-498
array, 217

Christmas Day, 211



circular reference, 503-504
Columbus Day, 210-211
conditional formatting, 152
converting, to values, 169
copying, 159-160
copying/pasting, 268

COUNTIF, 245-246

counting cells (multiple criteria), 247-249
counting entries in range, 251
date’s quarter, 233

day of week, 231

day of year, 231

deleting values while keeping, 175
displaying, 185

dynamic named, 199-200

Easter, 210

elements, 72

entering, 72

error displays, avoiding, 187-188
evaluation, 192

exact copy of, 181

first day of week after date, 232
hiding, 40

Independence Day, 210

with INDIRECT function, 265-266
intermediate, 267

Labor Day, 210

last day of month, 233

list randomization, 329

listings, this book, 2

lookup, 257-258

lookup with array, 263

Martin Luther King Jr. Day, 209
megaformulas, 267-269

Memorial Day, 210

most recent Sunday, 232
multiple-criterion conditional sum, 255-256
nth occurrence of day of week in month, 232-233
name title removal, 227

named, 191

New Year’s Day, 209

ordinal number conversion, 221
parsing names, 225

percentage, 287

President’s Day, 209

printing, 185

range, exact copy, 181
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with relative references, copying, 159
returning last nonblank cells, 243-244
right triangle, 495-496
rounding numbers, 237-239
rounding time values, 241
self-expanding chart, 277-279
series of dates generation, 229-230
for simultaneous equations, 501-502
single-criterion conditional sum, 253-254
SUBTOTAL, 165
SUM, 131, 165, 166
summary, 316-317
surface calculations, 498-499
temperature conversion, 493
temporary, deleting, 174
text chart, 273-274
Thanksgiving Day, 211
transforming data using, 173-174
two-column lookup, 261-262
two-way lookup, 259-260
Veterans Day, 211
volume calculations, 498-499
word extraction, 223-224
with worksheet-level names, 201
FOURTHROOT function, 507
fraction formats, 85, 120
fractions
built-in number formats, 85, 120
displaying, 120
displaying values as, 86
entering, 85
working with, 85-86
freezing panes, 79
Function Arguments dialog box, 178
function procedures, 456
functions
arguments, 177-178
AVERAGE, 213, 509
CEILING, 237
CELLHASFORMULA, 467
CONVERT, 485
COUNTA, 243, 278
COUNTIF, 245-246, 247, 248, 327
CUBEROOT, 507
custom, creating, 467-469
custom, limitations, 473
continued
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functions continued

custom, storing in add-in, 477
DATE, 254

DATEDIF, 215-216
developing, 446
DOLLARDE, 237
DOLLARFR, 237
entering manually, 177
EVEN, 237
EXTRACTELEMENT, 468-469
FLOOR, 237
FOURTHROOT, 507
GETPIVOTDATA, 343
HLOOKUP, 257

IF, 187, 188
INDIRECT, 265-266
INT, 215, 237, 239
ISERROR, 187, 188
LOOKUP, 263

MATCH, 259-260
mathematical, 293-296
MOD, 507

MONTH, 195
MROUND, 237, 238

N, 179

in names, 195-196
0DD, 237

OFFSET, 278

for pre-1900 dates, 204
RADIANS, 496

RAND, 505
RANDBETWEEN, 505
RANK, 217
REVERSETEXT, 468
ROUND, 237, 241, 273, 429, 437
ROUNDDOWN, 237
rounding, 237
ROUNDUP, 237

ROW, 152
SHEETNAME, 467-468
SIN, 293, 295

SQRT, 507
SUBSTITUTE, 219
SUBTOTAL, 165, 316
SUM, 213, 253, 265
SUMIF, 254, 255
TEXT, 123

this book, 3

TODAY, 195

TRUNC, 237, 239
USERNAME, 467
VLOOKUP, 257, 263
WEEKDAY, 231
WORKBOOKNAME, 468
YEARFRAC, 215

G

Gantt charts. See also charts
creating, 285-286
defined, 285
illustrated, 285
steps, 285-286

General number format, 105, 111, 119, 120

GETPIVOTDATA function, 343
Go To dialog box
accessing, 175, 385

Special button, 175, 331, 385, 427

Go To Special dialog box
Constants option, 175
Dependents option, 440
Formulas option, 427
illustrated, 17
option selection, 19
options, 18
Precedents option, 439
using, 17-19

Goal Seek dialog box, 189-190

Goal Seek Status dialog box, 190

goal seeking
accessing, 189
information, entering, 190
power, 190
using, 189-190

graphics
inserting, 35

inserting into cell comments, 311

saving charts as, 299-300
gridlines, 40, 135
Grouping dialog box, 345, 346

H

Header dialog box, 387
help
file, 33-34
Internet, 515, 517-520
newsgroup, 517-518
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system, 33, 513 removing, 90
topics, 33 removing with VBA, 90
‘Web pages, 519-520
window, 33, 57, 513 I
Help menu icons, this book, 4
About Microsoft Excel command, 9 IF function
Detect and Repair menu, 65 for error checking, 187
Microsoft Excel Help command, 513 for hiding error values, 188
hiding images, background, 155
cell contents, 43 Import Data dialog box, 353, 356, 357
comments, 40 Independence Day calculations, 210
error values, 188 INDIRECT function
Formula Bar, 40 to create references, 266
formulas, 40 defined, 265
gridlines, 40 to sum user-supplied rows, 265
objects, 40 using, 265-266
outline symbols, 40 input cells. See also cells
page breaks, 40 cursor movement restriction to, 97-98
row/column headers, 40 defined, 97
scroll bars, 40 naming, 175
sheet tabs, 40 placement, 98
status bar, 40 unlocked, 97, 98
task pane, 40 InputBox function, 461
toolbars, 39 InputBox method, 461-462
user interface elements, 39-40 Insert Function dialog box, 177
windows in Taskbar, 40 Insert menu
zero values, 40 Chart command, 281
HLOOKUP function, 257 Comment command, 179, 309
holiday calculations Function command, 177, 477
Christmas Day, 211 Module command, 300
Columbus Day, 210-211 Name submenu, 94, 101, 175, 191, 201, 260, 431
difficulties, 209 Page Break command, 391
Easter, 210 Picture submenu, 307, 311
Independence Day, 210 Remove Page Break command, 391
Labor Day, 210 Symbol command, 143
Martin Luther King Jr. Day, 209 Worksheet command, 22
Memorial Day, 210 INT function, 215, 237, 239
New Year’s Day, 209 intermediate formulas, 267
President’s Day, 209 Internet help, 515, 517-520
Thanksgiving Day, 211 ISERROR function, 187, 188
Veterans Day, 211
HTML files, 299 K
hyperlinks key names, this book, 3
automatic, overriding, 89 keyboard shortcuts
automatic, turning off, 89 list of, 25
multiple, removing, 90 menus, 12

number formatting, 105
sheet activation, 28



L

Labor Day calculations, 210
Layout dialog box, 334, 341
line breaks, forcing, 139
line charts, missing data, 283-284
links, phantom, 435
liquid measurement conversion factors, 487
List menu, 316
lists
AutoFiltering, applying, 321
comparing, 325-327
conditional formatting and, 325-327
creating, from summary table, 333-335
defined, 315
designated, 315-317
filenames, 369-370
randomizing, 329-330
sorting, 339
LOOKUP function, 263
Lookup Wizard, 260, 481
lookups
with arrays, 263
exact value, 257-258
table, 258
two-column, 261-262
two-way, 259-260

M
Macro dialog box, 300, 400
macros. See also VBA
asking questions, 458-459
creating, 447
defined, 445
drop-down lists and, 101
examining, 447-448
execution, 445
function procedures, 456
functions, 445-446
menu item execution, 475
pop-up message display, 457-459
in Power Utility Pak add-in, 399
recording, 447-449
recording, in Personal Macro Workbook, 453
running, with open workbook, 463-465
for saving charts as graphics files, 299-300
security issues, 451-452
storage location, 453

sub procedures, 455
testing, 449
time display, 457-458
UnhideSheet, 60
Workbook_Open, 464
Worksheet_Calculate, 471
Martin Luther King Jr. Day calculations, 209
mass conversion factors, 491
MATCH function, 259-260
math operations, 171
mathematical functions. See also functions
plotting, 293-296
SIN, 293, 295
single-variable, 293-294
two-variable, 295-296
measurement systems, converting, 485-492
megaformulas. See also formulas
calculation speed, 269
creating, 267-269
defined, 267
intermediate formulas, 267
step-by-step procedure, 268-269
Memorial Day calculations, 210
menus
commands missing from, 62
custom, backing up, 421
custom, deleting, 421
customizing, 411-412
efficiency, maximizing, 11-12
extraneous commands, 62-63
full, displaying, 11
hidden commands, 409
keyboard use, 11-12
messed up, 62
right-click, 12
shortcuts, 12
this book, 3
Merge Across button, 125
merging cells, 125
missing data, line chart, 283-284
mixed references. See also references
defined, 161
entering, 163
when to use, 161-162
MOD function, 507
MONTH function, 195
mouse conventions, this book, 4



MROUND function, 237, 238
MsgBox. See also VBA

arguments, 457

for button and icon display, 459

button constants, 458

constants, combining, 459

defined, 457

for time display, 457

for user response, 459
multifunctional buttons, finding, 407
multiple-criterion conditional sums

with “and” criteria, 255

with “and”/“or” criteria, 256

calculating, 255-256

with “or” criteria, 256
multisheet ranges, selecting, 15

N
N function, 179
named constants
defined, 193
defining, 193
text, 194
using, 193-194
values, changing, 194
named formulas. See also formulas
defined, 191
defining, 195
evaluation, 192
example, 195
in Source Data dialog box, 279
using, 191
named ranges. See also ranges
defined, 191
formula use of, 191
this book, 3
understanding, 191-192
named styles. See also styles
attributes, 145
defined, 145
using, 145-146
names
constant, 193-194
defined, using, 191
dynamic, 199-200
functions in, 195-196
list, pasting, 431
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parsing, 225-226
references, editing, 197
removing titles from, 227
understanding, 191-192
user, returning, 467
viewing, graphically, 433
workbook, returning, 468
worksheet, returning, 467-468
worksheet-level, 201
negative sign (-), 69, 120
negative time values, 205-206
New Toolbar dialog box, 413
New Web Query dialog box, 356
New Year’s Day calculations, 209
newsgroups
defined, 517
list of, 517-518
postings search, 518
reading, 517
No To All button, 367
noncontiguous ranges. See also ranges
printing, 383-384
selecting, 14
non-numeric numbers, fixing, 131
number formats
codes, 110-111
Currency, 105
custom, creating, 109-112
Date, 105, 112
Exponential Number, 105
General, 105, 111
Number, 105
Percentage, 105
to scale values, 113-115
section determination guidelines, 110
string parts, 110
for text/value display, 123-124
Time, 105, 112
useful, 119-122
numbers
in column header, 65
credit card, 91
custom formats, 109-112
entered with wrong decimals, 64
floating-point, 429-430
formatting, 105
continued
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numbers continued
non-numeric, fixing, 131-132
ordinal expression, 221
random, generating, 505
rounding, 237-239
scaled, displaying, 113-115

0)

objects
formatting, 301, 385
hiding, 40
printing prevention, 385
selecting, 385
0DD function, 237
Office Clipboard, 99-100
OFFSET function, 278
Open dialog box, 361
Options dialog box
Calculation tab, 206, 437, 504
Chart tab, 283
Color tab, 148
Custom Lists tab, 82
Edit tab, 64, 73, 77, 81
Error Checking tab, 425, 426
General tab, 35, 36, 61, 65, 363
View tab, 39, 55, 185
“or” criteria, 249
organization, this book, 5
outline symbols, 40
outlines, worksheet, 395-396

P

Page Break Preview mode, 390
page breaks
adding, 391
automatic, 390
dashed line indication, 391
forcing, 391
hiding, 40
previewing, 389-390
removing, 391
page numbering
basic, 387
code insertion, 387
starting, changing, 387-388
tips, 387-388

Page Setup dialog box
Header/Footer tab, 387
Page tab, 388, 397
Sheet tab, 135, 381
parsing names, 225-226
passwords
enter locations, 371
limitations, 371
understanding, 371
worksheet, 53
Paste Name dialog box, 431
Paste Special dialog box
Add operation, 131
displaying, 90
Multiply option, 90, 171
Value option, 12, 169, 173
pasting
refreshable information, 355-357
static information, 355
PDF drivers, 393
PDF files, 393
percent sign (%), 69
Percentage format, 105, 120
percentages
formatting, 119-120
formula, 287
person age calculations, 215-216
Personal Macro Workbook, 453
phantom links, locating, 435
picture charts. See also charts
creating, 291
data series conversion to, 291
illustrated, 291, 292
Picture toolbar, 311
PivotCharts
flexibility, 349
hiding field buttons in, 349-350
illustrated, 349, 350
uses, 349

PivotTable and PivotChart Wizard dialog box, 333-334,

341-342
PivotTable toolbar, 343, 417
PivotTables
AutoFormatting with, 134
creating, 333-334
creating, from summary tables, 334



for frequency tabulation, 341-342
grouping and, 347
grouping items by date in, 345-347
location, 334
quick, 341-342
reference control within, 343
for sales data summary, 345
plus sign (+), 69
pop-up linked calendars, 479-480
pop-up toolbars, 417
Power Utility Pak
character formatting, 127
macros, 399
offer, 6
opening, 482
pre-1900 dates. See also dates
functions, 204
sorting, 203
working with, 203
precedents. See also cells
defined, 439
direct, 439
identifying, 439-440
indirect, 439
President’s Day calculations, 209
Preview window, 389
previews
page breaks, 389-390
workbook, saving, 361-362
Print dialog box, 379, 393
Print Preview mode, 389-390, 397
printing
all sheets, 379
background images and, 155
controlling, 379
custom views for, 403
fitting on one page, 397-398
formula list with macro, 399-400
in Formula View mode, 399
formulas, 185
gridlines, 135
noncontiguous ranges, 383-384
objects, preventing, 385
PDF files, 393
specific pages, 379
specific rows, avoiding, 395-396
specific sheets, 379
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problems, troubleshooting
commands are missing, 62

“Compile Error in Hidden Module” error message, 63

documents open automatically, 61
double-clicking doesn'’t work, 63

erroneous “File is Being Edited By” message, 64

Excel crashes at start, 61

Excel not working right, 65
extraneous menu commands, 62—63
macro warning, 64

menus are messed up, 62

numbers in column header, 65

workbook with multiple windows, 64—65

wrong number of decimal places, 64
procedures, this book, 3
Project Properties dialog box, 371
Properties window

controlling properties in, 52

displaying, 51, 59

in hiding worksheets, 59

Protect Sheet dialog box, 43, 53, 339, 371

Protect Workbook dialog box, 371
pyramid, volume calculations, 499
Pythagorean theorem, 495

Q

questions, asking, 458-459
quick frequency tabulation, 341-342

R

RADIANS function, 496
RAND function, 505
RANDBETWEEN function, 505
random integers, generating, 503-504
random numbers, generating, 505
randomizing lists, 329-330
ranges. See also cells
calendar display in, 235
checkerboard shading, 152-153

converting references into arrays, 305-306

counting entries in, 251

filling with series, 81-83
formulas, exact copy, 181
importing text file into, 353-354
input cells before entry, 75
multisheet, selecting, 15

continued



Index

ranges continued
name table, 431
named, 191-192
naming, 163, 191
noncontiguous, 14, 383-384

preventing row/column insertions, 339-340

selecting, Shift+clicking, 13
selecting, Shift/Arrow keys, 13
selecting, special, 17-19
statistics, 167
text charts in, 273-274

RANK function, 217

ranking values, 217

Record Macro dialog box, 447, 448, 453

rectangle, area and perimeter calculation, 497

redoing, 21
references
absolute, 159-160
circular, 503
converting into arrays, 305-306
creating, with INDIRECT function, 266
mixed, 161-162
name, editing, 197
nonrelative, entering, 163
relative, 159
type, changing, 163
Registry Editor, 23
relative references. See also references
copying formulas with, 159
defined, 159
mixed references and, 161
uses, 159
remainders, calculating, 507
repeating
command, 21-22
levels and, 22
text, 120
reports
formatting, 331
gaps, filling, 331-332
REVERSETEXT function, 468
right triangles, solving, 495-496
right-click menus, 12
roots, calculating, 507
ROUND function, 237, 241, 273, 429, 437
ROUNDDOWN function, 237

rounding
currency values, 238
functions, 237
with INT/TRUNC functions, 239
to n significant digits, 239
to nearest multiple, 238
numbers, 237-239
time values, 241

ROUNDUP function, 237

ROW function, 152

row headers, 40

rows. See also columns
adding, to designated lists, 316
alternate shading, 151-153
freezing, 79
grouped, hiding, 396
hiding, 41
insertions, preventing, 339-340
number, increasing, 49-50
repeating, displaying on printout, 381
selecting, 14
specific, avoiding printing, 395-396

S

sales tax rate, storing, 193
Save As dialog box, 477
Save Options dialog box, 371
Save Workspace dialog box, 373
scientific notation, 69
scroll bars, hiding, 40
ScrollArea property, 51-52
searches, inexact, 4546
Security dialog box
accessing, 451
illustrated, 451
security levels, 452
Security Warning dialog box, 451
selecting cells. See also cells
columns, 14-15
current region, 13
ranges, multisheet, 15
ranges, noncontiguous, 14
ranges, Shift+clicking, 13
ranges, Shift/Arrow keys, 13
rows, 14
specific types, 17-19



self-expanding charts. See also charts
creating, 277-279
for Excel 2003, 277
for versions prior to Excel 2003, 278-279
semi-transparent charts. See also charts
creating, 297-298
illustrated, 297
series of dates, 229-230
setup problem, troubleshooting, 61-65
shading
alternate column, 152
alternate row, 151-153
checkerboard, 152-153
sheet tabs. See also worksheets
appearance, changing, 37-38
colors, 37
hiding, 40
revealing, 27
scrolling, 27
text size, 37-38
SHEETNAME function, 467-468
Shift+Enter, 75
shortcut keys, 12, 25
SIN function, 293
single-criterion conditional sums, 253-254
Smart Tags, 425, 426
Solver Add-In, 481
Sort dialog box, 319
sorting
lists, 339
on more than three columns, 319
pre-1900 dates, 203
Source Data dialog box, 278-279
special characters
entering, 143-144
locating, 143
Speech Properties dialog box, 87
sphere, surface and volume calculations, 498
SOQRT function, 507
square, area and perimeter calculation, 497
Standard toolbar
Print Preview button, 389
Sort Ascending button, 319
Sort Descending button, 319
Undo button, 21
startup
documents open automatically, 61
Excel crash, 61
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statistics, 167-168
status bar
hiding, 40
selection statistics feature, 167-168
strings
extracting nth element from, 468469
reversing, 468
word extraction from, 223-224
Style button, 146
Style dialog box, 35, 145
styles
attributes, 145
creating, 146
named, 145-146
power of, 145
using, 146
sub procedures, 455
subscripts, 127
SUBSTITUTE function, 219
substrings, counting occurrences, 219
SUBTOTAL formula, 165
SUBTOTAL function, 165, 316
SUM formula, 131, 165, 166
SUM function, 213, 253, 265
SUMIF function, 254, 255
summary formulas. See also formulas
adding, to designated lists, 316-317
defined, 316
summary tables
creating lists from, 333-335
illustrated, 335
summing
negative values, 253
values based on date comparison, 254
values based on difference range, 253-254
values based on text comparison, 254
superscripts, 127
suppressing entries, 122
surface measurement conversion factors, 488
Symbol dialog box, 143

T

task pane

help topics and, 33

hiding, 40

Options button, 100
temperatures, converting, 493



text
boxes, 275
entering, 72

in named constants, 194
repeating, 120
sheet tab, 37-38
single cell limit, 72
size, changing, 57
value display with, 123-124
wrapping, 139
text charts, 273-274
text files, importing, 353-354
TEXT function, 123
Text Import Wizard, 353
text-to-speech feature, 87, 471
Thanksgiving Day calculations, 211
thermometer-style charts. See also charts
creating, 287-289
defined, 287
illustrated, 289
percentage formula, 287
thermometer setup, 288-289
thousands separator, 69
time conversion factors, 492
times
displaying, with VBA macro, 457
entering, 71
exceeding 24 hours, 129-130
format shortcut, 105
negative values, 205-206
number format, 105, 112
values, rounding, 241
values, summing, 129
titles (name), removing, 227
TODAY function, 195
toolbars. See also buttons; specific toolbars
attaching, to worksheets, 419
button actions, 411
button elimination, 411
button images, 411
creating, 411
custom, backing up, 421
custom, creating, 413-415
custom, deleting, 421
customizing, 411-412
hiding, 39
mini, 107

multifunctional buttons, 407
pop-up, 417
removing, 419
saving, 415
“tear off,” 107
Tools menu
Add-Ins command, 63, 477

AutoCorrect Options command, 89, 95, 143

Error Checking command, 426
Formula Auditing command, 439, 440
Goal Seek command, 189

Macro submenu, 447, 451

Options command, 35, 36, 39, 61, 64, 65, 73

Protection submenu, 43, 53, 97, 339
Sheet submenu, 98
Speech submenu, 87
transforming data
with formulas, 173-174
without formulas, 171
trapezoid, area calculations, 498
triangles
area calculations, 498
right, solving, 495-497
TRUNC function, 237, 239
two-column lookups. See also lookups
formula, 261-262
table, 261
two-way lookups. See also lookups
with formula, 259-260
with implicit intersection, 260
table, 259

V)

underlining
accessing, 136
examples, 136
types of, 135-136
undo
levels, changing, 23
process, 21
USERNAME function, 467
users
getting information from, 461-462
greeting, by name, 463-464
name, returning, 467
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V versions
t 9
vales cument tsage
actual, 437 1St OL
use, 9

coloring, 121-122

data entry, 69 Veterans Day calculations, 211

View menu
Custom Views command, 321, 322, 403
Sized with Window command, 303

Text Size command, 57

deleting, keeping formulas, 175
displayed, 437
exact, looking up, 257-258

formatting based on, 121 )
Toolbars submenu, Customize command, 11, 39, 62,

formulas conversion to, 169
125, 146, 322, 343

as fractions, 86

in hundreds, 114-115  VBA Editor, 90
in millions, 113-114 views
adding, 403

named constant, 194 o
custom, for printing, 403

custom, with AutoFiltering, 321-322
named, creating, 321

negative time, 205-206

ranking, 217

rounding, 437

scaling, 113-115

summing, 253-254

text display with, 123-124

in thousands, 114

time, rounding, 241 W

time, summing, 129

zero, hiding, 40
VBA. See also macros

defined, 445

functions, 456

named, selecting, 403
Visual Basic Editor, 64, 90, 300, 447
VLOOKUP function, 257, 263
volume measurement conversion factors, 489

Watch Window, 183
watermarks, 307
Web pages
getting data from, 355-357
imported data, 357
opening directly, 357
WEEKDAY function, 231
weight conversion factors, 486

Help system, 457
InputBox function, 461
MsgBox function, 457-459
pop-ug message ,dJSplaS,[' 457459 weighted average calculations, 213
removing hyperlinks with, 90 .
sub procedures, 455 wildcard characters, 45-46
USERNAME function, 467
VBA code
CELLHASFORMULA function, 467
entering, 4, 400
EXTRACTELEMENT function, 469
listings, this book, 3
REVERSETEXT function, 468
security and, 452
SHEETNAME function, 468
WORKBOOKNAME function, 468
VBA modules
deleting, 64
entering code into, 400
VBE toolbar, 449

Window menu
Compare Side By Side With command, 31
Freeze Panes command, 79, 381
New Window command, 31, 64
Unfreeze Panes command, 79

windows
closing, 65
multiple, displaying, 31
multiple, illustrated, 32
multiple, use, 31
removing, 31

Windows Clipboard, 99

Windows registry, editing, 23

Word Art, 307



words

all but first, extracting, 223-224
first, extracting, 223

last, extracting, 223
WORKBOOKNAME function, 468
workbooks

default, customizing, 35-36
display, 31

full path, displaying, 359
name, returning, 468
number of times opened, 464
Personal Macro, 453
preview, saving, 361-362
Preview option, 361-362
running macros and, 463-465
saving, 29

sharing, fonts and, 142

size, reducing, 375

usage log, 465

view options, 361

worksheet-level names, 201
worksheets. See also sheet tabs; workbooks

activating, 27, 28
attaching toolbars to, 419
background images, 155
contiguous, selecting, 15
evaluating, 425

functions, creating, 467-469
grouping, 181

name, returning, 467-468
navigating, 27-28
number of, 35

outline, 395-396

page setup settings across, 401
passwords, 53

pop-up list, 27

print area, setting, 379
print preview, 397
printing, 379

protecting, 53, 339
ranges, selecting, 15
ungrouping, 181, 401
unhiding, 59
unprotecting, 340

used area, limiting, 51-52
used area, resetting, 29

very hidden, 59-60

watermarks, 307

zooming, 427
workspace files, 373
Wrap Text option, 139

X

.x1b file, 421
XLStart directory, 35, 36, 61

Y

YEARFRAC function, 215

y4

Zeros

hiding, 40, 119

leading, displaying, 119
zooming, 427



